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STEP BY STEP TO BOOKING AN ONLINE RESERVATION 
 

If you have already created a profile, skip steps 1-5. 
Step 1. Go to www.cwgt.com  
Step 2. Select the "Travel Center" link on the left side of the page.  

Click Here on 
“Travel Center” 
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Step 3. Select your agency. For example: Department of Interior  
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Step 4. Select your sub agency. For example: Departmental Offices.  
 

Agency problem or I picked the wrong agency!
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Step 5. Select your next sub agency. For example: Office of the Secretary  
 

Agency problem or I picked the wrong agency!

Advisory Counsel of           Office of the Secretary   
Historic Preservation         Office of the Solicitor 
Commission of Fine Arts   Office of the Special Trustee 
Office of the Inspector        for American Indians 
General                                 
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Step 6. Select "New Reservations or Review Existing / Past Travel".  
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Step 7. Type your User Name and Password. (If you are a travel arranger, please enter your User 
Name and Password.) 
*NOTE: Please remember that both your User Name and your Password are case sensitive.  
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Step 8. Scroll down to “Begin Search”. (Prior to searching, ensure travelers have completed the 
travel preference section in their profiles.) 
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Step 9. Select all the following “Trip Requirements”. Click “Begin Search”. 
 

Departing and Returning 
dates and times. 

Check Flight, 
Hotel, and/or Car. 

Check trip type, 
Round, One-Way, or 
Multiple. 

Click “Find city/airport” or 
enter 3 letter airport code or 
the airport name in the box. 

This section does not 
apply to Government 
Travelers. 

Select “restricted” to 
search nonrefundable 
fares. 
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Step 10. Click on the date box to bring up calendars. Select dates and arrow down to select  
                  departure time.  
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Step 11. Flight schedules returned first are contract carriers. Click the “Select” button next to the  
flight you want to add to your itinerary.  
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Step 12. Flights listed after the contract carrier are non-contracted flights and reflect with an 
                  “Out of Policy” logo.  
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Step 13. Select return flight.  
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Step 14. Selected flights with alternate lower price options are displayed. Choose the “Select”  
button next to the schedule and price you prefer.  
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Step 15. If choosing a non-contract airline, you will be required to select a justification.  
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Step 16. Select available seat. If you choose not to assign yourself a seat, select “Skip Seat   
Selection” and a seat will be automatically assigned based on availability once the 
reservation is completed.  
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Step 17. After selecting a seat, you will be directed to the Hotel Search. Here you will have the 
ability to narrow your search using the drop down menu in the center of the page.  
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Step 18. You can view hotels based on hotel property, distance to/from the airport, any personal  
“preference,” or rate. Select “Check Rate” to view hotel room type.  
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Step 19. Once you select the hotel, you will be taken to a more detailed screen.  Here you can  
choose a room based on the hotel’s availability. Choose the “Select” button next to the  
rate and room description.  
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Step 20. Select “Search Cars”.  
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Step 21. Screen advises DOI car policy.  
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Step 22. Cars are displayed in ascending order according to price. Choose the “Select” button  
next to the car company and rate to add it to your itinerary. 
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Step 23. At the Trip Review Page, you will have a recap of everything booked. Select “Continue”. 
 *NOTE: In the “Cost Breakdown” all pricing is estimated.  
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Step 24. Verify your passenger information and add any Frequent Flyer Numbers.  Select  
“Continue.”  
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Step 25. The next three screen shots have profile information. Make any necessary changes  
or scroll down to the bottom of the page and select “Purchase Trip”.  
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Step 26. Selecting “Purchase Trip” at the bottom of the page will confirm your reservation.  
 

 


